SAMPLE DRAFT - for general reference only. Get it reviewed by a qualified professional / advocate before use. Applicable law, stamp duty and registration requirements vary by state and facts.
APPOINTMENT LETTER
Date: [date]
To: [Employee name], [address]
Further to the offer dated [date], you are appointed as [designation] with effect from [date of joining].
1. Place of work. You will be posted at [location] and may be transferred to any other office of the Company with reasonable notice.
2. Duties. You shall perform duties assigned from time to time by your reporting manager and follow Company policies.
3. Remuneration. Monthly gross pay is Rs. [amount] as per Annexure A, payable by the [7th] of the following month.
4. Hours and leave. Working hours are [hours] per week. Leave is governed by the Company leave policy and applicable law of the state.
5. Confidentiality. You shall not disclose Company or client confidential information during or after employment.
6. Termination. After confirmation, either side may end employment with [30/60] days' written notice or pay in lieu.
7. Statutory benefits. PF, ESI, gratuity and other statutory benefits apply wherever you are eligible under law.

	For [Company name]
	Employee (accepted)

	Signature: ____________
	Signature: ____________

	Name / Date: ____________
	Name / Date: ____________


Placeholders in [square brackets] must be replaced. Remove this note only after professional review.




